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U. S. DEPARTMENT OF LABOR
Bureau of Employment Security
Washington 25, Ds G,

Unemployment Compensation for
Federal Employees Bulletin No. 10
August 29, 1955

TO: ALL FEDERAL AGENCIES
FROM: Robert C. Goodwin
Director

SUBJECT: Federal Agency Internal Inspection or Audit of Compliance with
UCFE Procedures

State unemployment security agencies are paying unemployment compensation
totaling millions of doliars to former Federal employees, based on wage
information submitted by Federal agencies. Questions have been raised by
congressional comnittees and officials of the Bureau of the Budget as to
what review of this activity is necessary to ensure the accuracy and va-

.

1lidity of the information furnished by Federal agencies.

Tn UCFE Bulletin No., 9, dated August 2, 1955, we advised you of a verifi-

cation program to be carried on by the State agencies. However, this veri-
fication program is based on a very small sample, and Federal agencies ",
themselves have a responsibility for review of their UCFE operations. Tﬁi))

Budget Bureau has suggested that each Federal agency include a review of
its UCFE activities in its internal inspection or audit program. -

This recomnendation does not contemplate a detailed audit of each payroll
card entry pertaining to the UCFE program, but rather a review by the Fed-
eral agency inspection or audit teams to see whether the UCFE procedures
are being complied with. We recommend that this review be included in your
regular internal inspection or audit program and that it cover the follow-
ing activities:

1. TFurnishing wage and separation information and amotating pay records
(payroll office operations}; and

et et T 4 g

2, Distribution of Standard Form 8. J;/U;437quéﬁ;,///

We are attaching two outlines which we believe can easily be made a part
of any internal inspection or audit instructions you may have issued.

Please send us a copy of any material you develop for use in reviewing
UCFE procedures.

Attachments (2)
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: - Outline 1.

Payroll Office Operations
1. TFurnishing wage and separation information - Processing Forms ES-931

a. Through inquiry and discussion with the individuals responsible
for preparing the forms, ascertain whether they have adequate
instructions and whether they understand the procedures and know
their responsibilities.

b, Is a control established on each incoming Form ES-931 to ensure
its return within the required li days? Are the forms generally ;
returned within this time limit? . - ‘52?7[3514;{ s ifff“/

¢, A&re entries on Form ES~931 concerning Federal service in item la
correct and complete? Is an explanation given of every "ot e
answer? ’jA,L ;e ;*f s T KO gl @A i L s Kot
Pr M"ji{é ».}é/«[zz QL

d. Does the "headquarters" entry in item 1lb of Form ES-931 conform
to the "headquarters® or "duty station" shown on the SF-50 (or
equivalent document)? 3%¢5%¢;,

e. Do the entries in items 2, 3a, and 3b of Form ES-931 relating to
wages, date of separation, and expiration of terminal leave con-
form to the information on the related Pay Card? Do wage entries
include all wages shown on the Pay Card during the period and
only those wages? Are the amounts paid for lump~sum leave allo~
cated over the period subsequent to terminzation for which they are
paid? Are amounts pald as Y"retroactive salary increases" under
Public Laws 68 and 9L (8Lth Congress) allocated to the period in
which they are paid? ilbmu'

f. In case a State agency submits a Form ES-931 requesting assignment
of wages for a period, any part of which has previously been as-
signed to another State, are entries made in item 2 of the second
Form ES-931 to indicate the prior ass; nment of wages bo anoth
State? ,/ a4 \g,m/(/ /M_/;{/ CA e~ (L] b Z éu{:{_—
ﬂﬂ¢f2§ Al b %gxﬁﬁf”'Q~%;M o -t L, z’¢%~/

g+ Is the assignment of wages completely and correctly annotated on
the Pay Card? ﬂZL A g

h. Are the reasons for separation entered in item 3¢ of Form ES~931
complete and in accordance with Item 21, Remarks, of the SF-50
(or eguivalent document)? 4&6/2/,

2. Replying to requests for addltlonal information or reconsideration -
Processing Forms ES-934 or letters

a. Is the information furnished on Form ES-93l; complete and in accord

with facts ag shown in sypporting documents (The ar=50, personnel
folder, etc.?? A

b, Was any request fér additional information or reconsideration neces-
sitated because the entries on Form ES-931 were inadequate or
incomplete? i flarwe Qg ki (m«f’ Ao A e gt S z&f“
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Distribution of Standard Form 8
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Outline No. 2
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A review should be made of the office or offices at the instal-
lation that actually distribute the Forms SF-8 to employees.

1.

2.

3.

Through inquiry and discussion with the individuals respon-
sible for distributing Forms SF-8, ascertain whether they
have adequate instructions and whether they understand the
procedures and know their responsibilities.

Do the SF-8's in stock carry the proper payroll office
address?

Is an SF-8 given to each employee terminated, transferred
to another payroll office, or placed on involuntary leave
without pay on or before his last day of active duty, and
promptly in the case of voluntary IWOP?
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